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TOPICS

• OSC Process for Year End Processing -- Form W-2, Credit 
Letters, Manual W-2s, 1099-Misc., and 1042-S.

• Requirements for creating Tax Statements
• Information needed to produce the Tax Statements
• Sources of information
• Agency Responsibilities
• Use of information
• Production of Tax Statements
• Updates
• 2020 Form W-4 & Examples
• Comparison between Form W-4s 
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YEAR END PROCESSING

• Each year’s process starts with creating a project plan, listing 
each task, the requirement date(s), and the production 
date(s).
• Typical plan covers the period of July to early March and 

usually contains approximately 200 tasks.
o Year end kick-off meeting begins the process.
o Meetings are scheduled with Systems Support Group 

(SSG), Chief Information Office (CIO) and other partners.
o Project Plan is created.
o Tasks needed to produce  Year End Statements are 

identified and listed.
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REQUIREMENTS TO PRODUCE TAX STATEMENTS

Requirements for Form W-2
• The Internal Revenue Service (IRS) requires employers to 

file a Form W-2 (Wage and Tax Statement) if:
o Employee is paid $600 or more in wages, even if there 

are not any taxes withheld, or
o Income, social security or Medicare tax were withheld, 

regardless of the amount of wages paid, or
o Income tax would have had to be withheld if no more 

than 1 Withholding allowance or employee failed to 
claim an exemption from withholding.



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
5

OTHER TAX STATEMENTS

• W-2s for retirees with imputed income (prepared outside of PayServ).
• Employers are required by the IRS to issue Credit Letters to employees who 

repay any amount of a prior year’s overpayment of wages in the current 
year.  Corrected W-2s are subsequently issued but only to correct Social 
Security and Medicare wages and taxes.

• IRS also requires employers to issue a Form 1099-Misc. if we have paid at 
least $600 to an individual or estate.

• IRS requires every withholding agent to file an information return of Form 
1042-S (Foreign Person’s U.S. Source Income Subject to Withholding) to 
report amounts paid to a foreign person (Nonresident Alien) during a 
preceding tax year.  Filing must occur even if you do not withhold.
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INFORMATION NEEDED TO PRODUCE TAX STATEMENTS

• Accurate Social Security Numbers, employee names and 
addresses.

• Taxable Income 
• Reportable Income
• Fringe Benefits (EDA, CLEFR, PEV)
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SOURCES OF INFORMATION

Data Gathering
• PayServ
• Account Ability (manual W-2s & 1099-Misc.)

Data Collection from our Business Partners
• MetLife
• Department of Civil Service
• GOER
• Unions
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SOURCES OF INFORMATION

Monitoring pertinent websites
• Internal Revenue Service (IRS)
• Social Security Administration (SSA)
• New York State Taxation and Finance
• Other State Taxing Authorities  
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AGENCY  RESPONSIBILITIES

• Validate Data
• Correct bad Social Security Numbers
• Obtain Missing Social Security Numbers
• Update employee home addresses
• Correct Local Wage (NYC) and Tax Reporting
• Review Control-D Reports, such as: 
o NPAY752 – Social Security Name and Number Verification
o NPAY529 – Agency Return Address Listing
o NPAY758 – Educational Assistance payments
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USE OF INFORMATION

• Maintained in Payroll System
• Populate Boxes on Tax Statements
• Reported to Social Security Administration
• Internal Revenue Service comparison with Employee Income 

Tax Returns
• Reported to Other State Taxing Authorities
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PRODUCTION OF TAX STATEMENTS YEAR-END PAPER – TURN THIS
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INTO THIS!
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UPDATES – HOW??

Bulletins and BBMs:
• Personal Use of Employer Provided Vehicles (#1764)
• Verification Agency Return Address (#1767)
• Taxable Expense 
• Verification of Employee Social Security Numbers and Names 
• Certification Licensure Exam Reimbursement Fee 
• Educational Assistance 
• Prepaid Legal – CUNY & UCS 
• Electronic W-2 Consent (Paper Opt-out)
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UPDATES – HOW??

Bulletins and BBMs (cont’d)
• Retirement Plan Checkbox on Form W-2
• Imputed Income
• New – Form W-4 once the final version is issued by IRS
• Form W-2 (Wage and Tax Statement) for Tax Year 20XX
• Tax Changes for the following year
• Form 1042 Content

• Watch the PayServ Bulletin Board for notices regarding:
o Issuance of W-2, 1042-S, and W-2c statements
o Temporary halt to certain activities due to year end (e.g., W-2c 

issuance, EmplID combines, Electronic W-2 opt out)
o Reminders for required agency actions by certain due dates (e.g., 

Educational Assistance & PEV amounts in Time Entry, AC3206 
checkbox)
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2020 FORM W-4

• The 2020 Form W-4 has been redesigned to reduce complexity and 
improve accuracy within the withholding system.  It is in draft form 
now with final version expected in November. 

• The new approach uses annual amounts instead of allowances.
• Employees can claim Head of Household status in addition to Single 

and Married Filing Joint.
• Form is optional for employees hired before 2020 who do not want 

to make any changes to their withholding impacting their pay as of 
1/1/2020.

• Form is mandatory for the following:
o New hires after 2019;
o Existing employees who want to make changes to their withholding 

impacting their pay after 2019.
o Existing employees who want to claim exemption from Federal income 

tax withholding in 2020.
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2020 FORM W-4



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
17

2020 FORM W-4

• Divided into 5 steps, with step 1 and 5 mandatory.  Steps 2-4 
are optional adjustments that will impact the amount of taxes 
withheld based on the individual EE’s personal tax situation.
o Step 2 – Multiple jobs (Single & >1 job or MFJ & both work)
o Step 3 – Claiming dependents
o Step 4 – Other Adjustments
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2020 FORM W-4 

• NRAs will have different special additional amounts added to 
their wages, for withholding purposes, depending upon when 
they started their job and when they submitted their last Form 
W-4.
o Higher additional amount added to wages if NRA started 

employment in 2020 or submitted the 2020 Form W-4.
o Additional amount is not reflected on W-2; doesn’t increase tax 

liability or FICA taxes for the ER & EE.
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IRS PUBLICATION 15-T (2020)

• Second draft of the 2020 IRS Publication 15-T issued in 
August.  Final draft is expected to be issued in November.

• Two major differences between the 2019 and 2020 IRS 
Publication 15 are:
o Two sets of tables that calculate tax withholding based on 

whether the EE’s box in Step 2 (Multiple Jobs) is checked or not.
 2019 or earlier Form W-4 (no changes) ---> Standard Schedule
 2020 or later Form W-4 & Step 2 box blank ---> Standard Schedule
 2020 or later Form W-4 & Step 2 box checked ---> Step 2 

Checkbox Schedule
o Third category for tax withholding based on Head of Household 

(only for 2020 Form W-4s or later).



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
20

IRS PUBLICATION 15-T (2020) WITHHOLDING TABLES
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IRS PUBLICATION 15-T (2020) EMPLOYER WITHHOLDING WORKSHEET
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FORM W-4 EXAMPLE #1

• EE hired before 2020 and previously submitted 2019 W-4 
claiming Married status and 5 withholding allowances (3 
qualifying children and spouse).  
o Wages subject to tax withholding is $3,500 bi-weekly, or 

$91,000 annually.  
o Each withholding allowance equals $4,200. 
o Annualized Wages subject to Withholding = $70,000 (91,000-

(4,200*5)).
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EXAMPLE #1 (CONT’D)

o Draft Publication 15-T, Married Filing Jointly table, annual basis has 
a parameter for $31,200–$90,750 with the minimum annualized 
Federal withholding to be $1,940 + 12% of the excess over 
$31,200 ($38,800).  

o EE’s annualized federal tax withholding = $1,940 + $4,656, or 
$6,596. 

o Federal tax w/h per PP = $253.69 ($6,596/26).
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FORM W-4 EXAMPLE #2

• Assume the same facts as prior example.  
o EE submits a 2020 Form W-4, has not checked the box in Step 

2 and does not fill out Steps 3 or 4 for Dependents or Other 
Adjustments to Income.  The Standard Withholding table would 
be used:

o Annualized Wages subject to Withholding = $78,400 ($91,000-
$12,600 for Married status).
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EXAMPLE #2 (CONT’D)

o Draft Publication 15-T, Married Filing Jointly table, annual basis has a 
parameter for $31,200 - $90,750 with the minimum annualized 
Federal withholding to be $1,940 + 12% of the excess over $31,200 
($47,200).  

o EE’s annualized federal tax withholding = $1,940 + $5,664, or 
$7,604.

o Federal tax withholding per PP = $292.46 ($7,604/26).
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FOLLOW-UP

• Previous examples were “easy”.
• Each employee has their own individual tax situation and it is 

their responsibility to meet their tax liability.
• Draft Form W-4 has similar worksheets as the existing Form 

W-4.  OSC has created a comparison of the W-4s that 
agencies and employees may find helpful.  More information 
will follow this Fall.
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JOB AID – CURRENT FORM W-4 VS. DRAFT 2020 FORM W-4
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RECAP/QUESTIONS

• OSC Process for Year End Processing -- Forms W-2, Credit Letters, 
Manual W-2s 1099-Misc., and 1042-S.  

• Requirements for creating Tax Statements
• Information needed to produce the Tax Statements.
• Sources of information
• Agency Responsibilities
• Use of information
• Production of Tax Statements
• Updates
• 2020 Form W-4 & Examples
• Comparison between Form W-4s
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CONTACT INFORMATION

Agencies should contact the Tax and Compliance 
Mailbox at:   TaxandCompliance@osc.ny.gov

Note:  when submitting an email to this mailbox, never 
include the employee SSN, only the EmplID.  If you 
are including documentation that reflects the 
employee SSN, blacken it out completely on all 
pages.

mailto:TaxandCompliance@osc.ny.gov
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